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ABSTRACT . - . , 

*^ Today ^s changing educational scene demands more 
materials pf nrore varieties^ more related services, more personnel, 
and more ^ace for media centers and services.^ The handbook attempts 
to pro\!!ide a clearer uriderstaftding of space planning problems of 
a vocabulary f^r communication a^nong the various personnel -involved 
in design* Educational decisions and ^planning steps are* . 
discussedf irst^ and* a chronology and sta'ff involvement charjt are 
presented. Ftinctional relationships are outlined^ and ^pace " , 
juxtapositions diagramed. Design considerations,, furniture and 
equipment, and special instalJ.atio^s are <also discussed • A 
categorized bibliography is included. (SH^ 
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US handbook 'has been^ prepared by a cqpmitteQ compps^d of - ' 
presentltives of'the»Amencan Institute of Architects, IcJWa Oiapter; th^ 



'fliis handbook 'has 
rep; 

Iowa Association of School Administrators; the lovp Educational Medfa . 
Association, a 1972 merger of the Audiovisual ]?ducation Associat^n of 
Jowa and the Iowa School Librar>' MeSia Association (formerly the Iowa 
Association of School -Librariajis); and tlie School Plant PiaVining, and S 
Ed^ucaticnal Media/Sections of the Iowa Departmenjt oCPublic-Ii^slruction. ^ 
It is beingTm^nce^ jointly by the.Iora Educational MedSa Association and 
the Iowa Department of Pubhc InsirtictiQn 



This handbook continueTOiePlai): for Progr^ in the Media Center^series 
and siipplements the oinef volumes. It provides guidelirtes for planning 
new or reriiodeled media centers for Iowa schools. Since tliis publication 
could notwbe designed as a detailed manual for plant planning, the> 
bibliography hsts publications to provide more ^cific.assistance^ 
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introductior. 



Today's' changing educaticijal scene demands more materials of more 
varieties, more related services, "mote personnel, more space • md more 
flexible space - for Tnedia centers and services.- . / 

X plan for thi^ increased space may be part of a total new plant plan, 
an extensive remodeling plan, or a minor face lifting. In any^case, the 
media ^taff, teachers, building and district level administia\ors, and school 
board meipbers may be involved. Frequently architects, contractors, lay 
citizens", and students may be concerned with th^planning.* All need a 
. cle^r understanding of the total problem and a similar^ vocabulary. This 
handbooJc attempts to forward that understanding and to pjovide^|hat 
vocabulary. II does so by defining the kin^§ of questions to be an;swered in 
preparing educational specifications that will provide specific guidartce for 
development of thCcphysical-pfant. While a building or rejnodeling program 
would oft^ requi?e a bond issue, that.problsni is not considered toiJ^S^^ 
jvithin the scojge of this booklet. ^ "* \ 




ThCiterm media center istused throughout this'handbook to designate 
a centralized ^collect\on of mate'Hals, production facilities, instructional 
hardware,* and services with a staff of profes?io;ial personnel working 
closely with students, teachers, and administrators. It niay include satellite 
centers controlled^and staffed by the central unit, decentralized equipment 
storage areas, and loiig^ term loans of equipment and n^aterials to 
classrooms, Schodfsystems may use oAer )ferms for z media center, p.g,, 
instructional niaterial^ ceitfer, learning resourc*e center, library, libr&ry 
media center/ Regardless of the terminblogy and $cale'of tlie proposed 
facility, this handbook offers guidelines to planners. ^ . 



more %xible space ^ 
\ for media centers andTservices." 



<^M^ia Center'' 

Learning S : ' 
Resource 9^0 ... 
' Center. ^ * g/'V 

: Library • 



yucQtionai 
>^cisiohs" 



» ' Building, expansfon, ar remodeling cf media 
center facilities can^^ involve many people ^anji. 
should involve mi\ch carefjul planning. This.'-^i 
handbook strives to provide assistance in this, 
planning « with \f)articular eniphasij* on the 
prcparatio-n of educational specifications.' 
Educational specifications can b?''defi)fied as a>* 
detailed analysis oPthe educational activities to be 
pursued In a given^facilit>, ''a word designation of . 

' the-type.and contents"! of the media center th^t / * 
^ is needed. ^ . • 

Z^'^''*'^! Tliis chart attempts to outline Mhe steps 
* U^iceded in planning medig centers iri appro;(imate ^ 
[' chronologjcal oi;der ,and indicafe the groups of 
^ people who would/be' involved at each step. ' 
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STEPS 



stepS: 



1. Recogniza'.and discuss problem ^ . ^ 

♦ 

2. 'Form action Co/ninittee(s) ' ' . 

3. Consult specialists concerning educational spQcincati6ns 
4^ develop, revise, and approvd educational specifit^^p^S 

■s. , • * • 

* *" i ' * 

^. Select architect , 

6. Prepare, revise, and accent scheniaUc designs and preliminary 
.building specifications ' , " ' * 

7. Prepare, revise, and approve* working drawin'gs, building^ 
* ^ and equipment specifications * ** * 

8. » Accept building and tqui^ment bjds,'together o^ separately \ 



> 9. Build or remodel media center 
I' 

' 10. Accept facility , 

P • . " * I *^ 

11. H61d open house r 
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Public 



pQrtiCipQhtS 



Boacd 



Professional 
staff , 



Consultants 






'Architect 
i 
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Piaaning the media 
• Cenler 




General Philosophy • ^ 

The Educational Depisioris needed in planning a m^Tdia center begin . 
. ^^ith a general'^hilosophy based on . I * . ^ , . ' 

.^A lojig-range program* considering etondmic and 'sociological' 
, faCiOrs, population make-up and migration in and out, 
,^ * geograpjiy^ zoning, and transportation problems 

•The purposes of thjB sihool , ' 

Wllat the community can, should*, and will do to educate 
. • its people ' * / 

•The pro|ran\-of the.school / ^ 
. Size, age,.and, special n^eds of tjie student body ^ 
J Course'ofTerings ' * • •. 

* Size of staff • - / ' 

\ Co-curricular and extracurricular^ offerings 
Methods and approaches • ^ "5. 

Use of facility^ by non-scho6l . people an4/or during 
non-school hours 

•Funds available now and in the future 



Phaospphy'of Media Service 



;Er!c 



«»4 



The Educational Decisions needed in planning a media center i-equire. 
* a philosophy of hiedia service related* to 

•' - ^ • . / V 

.•Influence of general/philosophy on media Services 

• Commitment tb^stafT, facilities^budget^for media services 

•Size and variety of collections tojbe housed , * 
Print materials ' , ' ^ 
, Non-^rinl materials " - 

Equipment \ ^ ^ ' ' * 



•Jhe instructional role of (he media center 

Separate courses ' , 

Integrated sl|:ills instruction * . * ' 

Center as extension-and laboratory for classroom • • 

' 1 , 

s •Ir^fluence of learning and instructional strategies on media 
• sefvices I ^ r • ' 

•Degr^je of ceriiralization'of materials, equipment, and services 
, • Presence or absence of department br 'satellite learning 
' t ; centers / * ' 

Amount of equipment to be housisd in classrooms, floor 
level storage areas,.or departments 



►Ixioation and scope of professional library 



• CoDtrpls and/or security measures desired 

Probable numtier of itejps to be che(fl<ed in'and out in one. 
. ^day , . * \ * V 

. Effect on placement'Of storage * * 
Effect on number and placement of staff - 

^> .• \ ' '"^ . \ ' 

•The amoaat of'piaterials^processfng. to be handled in Uus 
building » , i " i 

•Ttje amount of ^materials production to be* hafndled in^this* 
building * - • . " . \* 

. ^ ' •Amount of involvement of teachers and students 

•Size and responsibilities of media center staff 

Librariaiis, audiovisualists, and/or media specialists 
Technicians and clerks \ , ^ 

Student assistants- \ * 

« • . . \^ . • ' \ • 
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> VARIABLES rjM^MEDIA CENTER PLANNING' 



'In the lit craturCj^ available 1o media center 
planhers, recomi^iqndatlons concSrning the size of 
the center and tl|e space tledicljted toncertain basic 
functions lend toward simple' sqyare* footage 
requirements^ *\vi^h little consideration, fcir the 
many >rariables wJiich ;can antf do Effect physical . 
requirements. Tlic purpose af^.this chart "is. to 
encourage con^deration of.the following variaj)les; 
which'expcrts have designated as having significant 
implications for^^the size arid design of a niedia . 
cchter^so that appropriate dQc/sions can be^rpdde 
diiring the initial planning stages. \ 

' A'' selected sample of Iowa media -persotlncl* I 
was asked to respond to^ questionnaire base^ on 
tbcse^ variables. A colored rectangle in a vertical J 
colun^n^^indica'te's Uic 'combined opinion t'of^ those ! 
persons included* in thi .^sample concerning fthe V' 
influence of tife, variables on space ricquirenieht/A I 
.column-withoul a colored rectangle indicates that . 
there >vas no agreement on. thoJnfluenQe of that 
variable. 

The local needs a^essnient chart gives an 
opportunity "for.Joca^ sc|)ool^v to visuahzc thqr 
own'needs. *- , ^ ^ ' . 
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1 MEDIA CENTER MANAGEMENT 
• (ENVIRONMEI^) 

AKprcisivc, A frkndiy, A rcspondvc^ 

'rigid inflcx- but still ' nc'xiblc." 

ible atmosphere 'quiet. accepting* 

(shhhhhhhhhhhj Uaditiorul atmosphere, 
library" ' 




O 



RANGE OF MEDIA SERVICES , 



Library Print and non- Full medii 

reading ro(Dm print materials, program, student 

v^th book' > viewing, production, the 

storage'^ ^ listening, etc. works 



^linimum 

1 

I- I'D 

Maximum 



□ 
H 

P 



□ 
□ 



.5 ' SCHEDUUNC PATTERNS 

/Traditional. Modular, e^, Flexible, modular 

6 periods,* MSrtiin. scheduling, 

, SOmln.each inaements adjustable daily, 

, ' ' weekly 



Minfmui 



> 8 



k 

□ 



{/2 

Maximurfi 



■ 



2 • EXTERNAB MOBILITY OPTIONS 



, Ajail, no 

po*«^ility 
of escape 
or pardon 



i- ■ 

i^lV campu 



Minimum 



Students OPlV campus, 
may leave . ki^s not ia 
' buL^ing . ^lass may leave 
on pass building, no ^ 
but study i^prov i6ni,ior"" 
halis still ^ study Mfs 
nuintamed' 



□■ 

Maximum 



□ 
□ 



ssRObM coNncylUTibN 



32*jc25' 
boxe^ 




□ 



Minimum 



□ 

fvhximum 



m 

□ 



NO walls 



^PREVIOUS SCHOOt LIBRARY EXPEklENCE 
(For^Sccondary Only) . 

' No elementary Small, ' Strong 

media centers » . over^qwded elementary, 

in community undeifunded media 

elementary program 

• < 5 mediaxebters 





Mi.nimum 


. □. 




□ 


o i 
o 




, □ 


□ 




□ 




□ 


■ 






■ 




. Maximum - 


* 





.. J.. . 



LRVt't 



Senior High Juij] 

■ J 



lui^lir High ^ 



Dcmentat> 



Minimunj • ' , 

m h y • 

i □ . : □ I ; • Ci 



Maximuni 



9 . INSTRUCTIONAL STRATEGIES 



Minimum 

It ■ 

1 □ 

l-T- □ 

Maximum 



Some snuU 
grottp and 
individual 
teaching- 


Personalized 
* fnstrqction, 
nujjuaUy or 
comput^ , 
iiunaged 


□ 









TIIER AVAILABLE UBRARY FACIUTIES 



llnxil 
1^ 



None Average Strong, 

'Public • cooperative, 
• Library university, 
colltge and 
• . public Ubrt^es 



Minimum 

o 

• 8- 



* * * <k I 

.•*iajdmum 



®' ' ACCESS TO MEDIA CEKTER • 

Kids get passes Student conuoUcd Studcnt$3(^t£iul' 
f(oni teachers, students at *^nd Without paijcs, 
ncca^bd ' IMC-whcT^.^ they but wtjtd 
icJsontogo wish (during^frce stay in IMC 
to IMC time) ^ whole fcrioJ 

Minimum \ - • " 

r , • » • • 

.a 

Maxjmum 



□ 



EXTENDED HOURS- 



Open 8-4 only, ^gpcn 1 oi 2 Open evcningt« 
no exceptions evenings a Saturdays, etc. 
-w«clc 



Minimum* 

□ 



\ 



\ 



■ ° 

.Maximum 

15 



□ 
□ 
□ 



□ 



AI?MINIST^T1VE CLIMATE 



NON-SUPPORTIVE, Benign neglect -Responsive, 
the principal' » xjfrucdia '* intelligent,, 
thinks you're sefvipes enlightened 

a drag 4 • type of ' . 



' 1 

Minimum . 



^dininlstratSve 
support 



MiiXimUm * 

J- .> ■ — ^ 



□ . 

□ 



tbCAL^NEEDS ASSESSMENT I ' * g J 



J . Media Center Management 
: (Ebyironfncnt) 

2. .Extprn|il Mobilflyjbptions 



; ca ±3 CP 



3. Range of Media Services 
.4. passroim Configuration 

5, SnhedulingPattCHis . 

Ik 

6. "Previous SchooJ Library Experience O O CZ3 
,7. Level ^ a-CD □ 
.8. Ease^f Access to Media Center l~3 □ i | 

-9, InstnTclional Strategfes . JH US Q ' 

10. Extended Hours ' ^. □ □•(iP 

11-. Other Available Library Facilities O d}* d] 

12, Adjninistrative.Climate . . - CZ) (~| . 








n 



uoouonQi Keipuonsnips 



Rcadingtlistening- 
vicwing(RLV). 



Conferenee/small group 
activit> area. 



Qassroom: ' 

Office 

« >. 
Circulation. 

Periodica! storage. 

4 

r 

Reference: 

( 

Prudui-tion Processing. 
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^Abconimodates shelving for all types of matenab, including current penodiuils* either m open or secured 
areas, a browsing area for flisplay of new items, space for individual students to interact directly wiUiall 
typefe of material$,.listening stations for use of non-print materials. (Listening s\atiohs should be subject^ 
Ao direct supervision from a\}ministrative areas.) 



Rooms or semi-pnvate areas, 10' x 10* or larger. Subject to supervision (visible) from administrative 
areas. " I 

Room tp accommodate ^^class^ opening immediately onto RLV are£ ' • 

Administrative area, with desksSbr staff, storage for professional materials, closet and other appropnatc 
storage. Glass front onto RLV ar(^eginning 42" or less from floor. • 

Control point for all materials. This should be near the entrance to and exit from the media cent€raM^ 
should be in the RLV area, very closfe to and accessible from the administr^^ve area (office). ^ ) 

An area for the storage and retrieval of periodical back issues. This is a circulation function and should 
btr^rectly adjacent to the circulation point. This area may be combined with the production/processing 
.^rea (workroom).^ . * r\ . * 

Part oF the RLV area",jbjut one requiring frequent professional assistance. 
It should be easily accessible from the office and circulation. 

An area or areas for^thp teclinical processing services performed at the building level m the same or 
separate quarters as an area for prcduc_t[on or reproduction of print and nonprint matcrialsj The latter 
may involve graphic^ jphotographic and TV production. Should be easily accessible from office and RLV 
areas with supervision (wible) from one or both of these areas unless permanent adult staff will be 
assigned to the area(s).' . ^ 



Profest'onal Library. An area for faculty library • study. It is convenient for thijjo adjoin,processing an3 RLV. 

c 




J]' 



\ 



X 




T- 



classroom 



Spoce Identijty; & Relotsonship 



conference/small 
groul> activity 



Function influences the kind, size, and juxtaposition 
ofspaces. This diagran\ attempts ta name the needed * 
spaces and point out the intercalation oT the various ' 
areas. The intersections of circles with, one another 
indicate^ cverl^ping administrative or clerical 
functions v^hich should be located •Adjacent to each* 
other. The size* of the various- circles only " 
APPROXIMATES actual size relationships. - " . 



periodical storage 



office 



circulation 




professional library 



production processbig 
^(workroom) 



• reference * 



SPflCEI^iOU 





'fhese recommendations are based on widely 
accepted standards. However, there is evidence to 
'indicate that school mbdia center^ regardless of 
level, given the same number of studepts, should 
be the same size. 



EMC 




r 



* Entrance Area (Circulation) • * » 

Display, check-out, card cataTo^r rj^seryed . ^ 
niaterials ^ ^ 

Reading- Viewing-Ustening Room > * 

Browsing,- study, individual listening and ^ 
viewing, storytelling, reference, cupi;^t ( 



periodicals 



Student conference area (conference/small group activity) 
Seminars;" small group discussions; listening, 
and viewing 
Divisible 



Passroom ^ 

Instruction, groifp projects 



Professional stations or office space 



Computer Laboratory 



.V V/jork^TC^ (including work stations for other employ ees) 
jeriodjical storage 
Darkroom 





stack Area- 


i — 




Open shelving for print 


and non-print 




^ ^ materials 




• 


Professional Library 


X 





« % 
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\ 
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26o-'^00 sq. ft. 



^iiddje School , 
or 

- Jjinior HisKl- 
3Q0400 sq. ft.' 



High School 
300-600 ^q. ft. 



- 



I 
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600-750 sq. ft. 



600-900 sq'. ft 



m 


C 

1600 sq. or 10% of 

pupils at 40 slj. ft. 

whichever is greater * 
< 


3000-sq. ft. or 15% of" 

pupils at 40 sq. ft. ' 

whichever isWearef 


4800 sq. ft. or 26%ofi 
pupils at 40 sq. ft.^ 
whichever is greater 




At least 1 at 240 sq. ft. ^ I 


At leaM 2 at 240 sq. ft. 


At least 3 at 30(f sq. ft. , 
' ^ ' ' 




J 600-750 sq. ft, 


^ 600-750 sq. ft. * /, ' 


600-750 sq. ft.;' 




120-20tf sq. ft. per statio^T^^ 


^120-200 sq. ft. per.stati^n 


^ 120-200 sq. ft. perflation 
ST ■ : : ^ — 






250-350 sqTft. 


< 


350450 sq.-;"t. 

' 1 




500-600 sq.fft. 






400 sq. ft. 




. 400 sq. ftr 




400 sq.'ft.- 
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Considerations 
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The design oT the me^iia centers Will be influenced by the pliilosophy 
of the school or - in the cas? of ^remodeling an old building - by the 
available^lternatives, which will dictate location, out of school access, 
degree of cd^eclmn security, -etc. -Given these factors the Media Center 
sh9uldbe. ^ , ^ ' - r 

Located centrally or in largest accessible area 

Accessible and available foc^use at all times * ^ , * 

Away from noi^ areas 

♦Reading-Viewing-Li|tening Area ^ 
' ^ Seat miriimunr of 5.0 or 15% of 'student body whichever is greater 

(many school programs will require a niuch higher percentage) ^ 
Be broken, by shejves, etc., if over 100 chairs to meet minimum 
V sSatingneeds iy 

I Include 

Entrance, circulation, catalogs, periodical index areas 
Free reading area and periodical display 
^ Individu'al carrel seating. Opinions vary c&nceming the nuhjUer 

^ oCcarrels needed " , '\ 

^Table seating - no more than 4 seats'per table except at index 
table or picture book tables / 
Space to house collection ' * 

Print materials (e.gi.booS:s, magazines) 
Audiovisual software collections (e.g. filmstrips, tapes)- 
Reference/itjaterials ^ ' 

Reserved materials 
Provide a storytelling area for at least 30 pupils at the elementary 
level. t ^ 

• Conference or seminar room^ (where users wzf talk, read, listen, view, discuss) 
Movable walls between multiple conference rooms 
Furnished with 

One table seating up to 8 

Chairs ^ , t . 

• Chalkboard 

» Screen V , * • 

' Shelving desirable - . 



SPACE ALLOCATIONS 

J. • 
/ 




I 



V 

1 



1. I. 

• ■ 



♦ 



► Small group listening anivii^ing" areas ^ y 

Equipped with appropriate seating, screens, ai diQvisual equipment 
. Acoustically^treated * * 
/' May overlap vyith conference or seminar ro<^s and 
feadiijg-viewing-lislening ar^a 

' . V. / ^ ^ ;^ \ '\ ^ ^ ' ' 

•Dep'krtmfcnt sultes'or satellite centers (Such centers are not refcommended; 

for most jkchpob fteciuse the need for Jaiger staffs and coltecuons agd the 
"overlappii^'of subject areas negates tlie ^dvantsllges. Whenever space or 

^ther cpntingencies result in the for>mationofsuchVenters, staff members 
^ sh'cfuld be part of the media center staff.) » ' ^ 

Some s(3ioolsi especially * large secondary schools, may include 

department suites providing for * 
* individual aud group activities ^ ' / 

. Contacts between faculty and students > ^ 

\Temporary storage ^for materials and equipment on^oan from 

the center ^ ♦ 

Stations foi' librarians, teachers, and/or clerks or technicians 
/Location preferably adjacent to the media' center * 

^ / ' • ^ . 

• Medfa center cla^room - 

Directly accessible to main rcading-viewing-listening area 
• Flexible spacrf \ 




5 n\' 




* < 



•Work" area , • . 

Professibnar^taf f area be * * . . ^ . 

/ Separate ofrice(s) / , /. ' ^ ^ ' '/ *' "^4, ^ 

Tart of p^odyctionr-iirU^ing area • - ^ 

^ — 'Stati(3n(s) fQr>professionals in majdr reUaingrlistenin^viewing 
areas. This should be , in addition to Sther^^fTici^ space 



whent^ ^possible. 



j 



r 



s 



/ 



Production and/or processing-area^ \ V' 

I Sink, water resistant cou|t!ers, vyork tables^ork statiphs/or 

^ clerks and technicians, cabinets and-^lfes designed- for 

the supplies needed 'in that area with electrJ^l outletVat 
*t\ all work stationjand cfpunters , 

l/oor * to corridor - sh'ould have door» to main 

reading-lijtening-Vie^iig room of to specialist's office 
Capable of vislial supervision from main room if students'will be 

wording there unsupervis|d 
May need to' provide i'cft^aa^rlc room, TV productidh,* other 
special considfiratiSns ' - . , 



• Storage area 



<, V 



i] 



^St^tage for bac^c issues ofjperiodicals and audiovisual njatefials not 

shelved- hi tlie mainT^adingjoom , 
^ May provide somg hook-^fora^e for large collectiohs ' 
Storage for media hardware including t 

Decentrall^d' in large ' multistoried I buildings 

equipment * < /> r 

Long-teffn loan to classroojns for some equipment 



for^ some 



eAccess and aisle space ^ i 

30" to 36" aisles bdween^rows of shelves 

5' aisles between a'row of shelves and furniture involving seating or 
traffic (e.g* side of table at which chairs are 'located, card catalog) 
. 5' aisles between two parallel tables with back to back seating 

aisle between tableland wall or between a row of shelves and other 
furniture that involveslno seating or major traffic (e.g. end of a 
table) • ' • . ^ 



ERIC 



_M.O 



TECHNICAL CONSIDERATIONS 
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V 



L«ht 



•Windows should not admit distracting light nor detract from space 
utilization * , / " ' / ' 

•ughting system shoflld be designed^to supply the neces^ry light Cor 
each particular task . - ' } 

* Illumination af working surface adequate for task 
' , Illumination in stack afeas adequate to allow reading titles on 
|ow3§r shelves comfortably 

•Light control should permit the use of^udioyisual equipment by the " 
utilization of * *N i ' 



" IJimmers 
_Down lights 
Drapes or darkening shades 



^Sound 



^ •Floors should' be ^carpeted as the best single method of contrplling* 
sound ' / * ' * * 

• Adequate* space between various areas should be provided to aid in 
the elimination of sound control problem*" . ' 

. / . * « 

. * '^Ceilings and walls/should be acbustically treated 5 

^ctrical and Electronic • . 

•Electrical service should be flexible and accessihle in all areas of the 
' media center with a minimum .of one duplex ouflet for every 150 
square fget, evenly distributed.thro'ughout the center 

. •Special installation will be necessary for \ 
Ihtercom ' 

television systems • . 

Compptirassisted instruction ^ 
Carrels 

• Dial Access * ^ • , » 

Radio • ' 

) 

^ : ^ Mft__ 



\ 
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• % * Audiotutorial * - * 

^. * Language laboratories . • • / 

<r ' . ** 

/ ; ^ ' 

•AdVquate^»pfovision should bp made 'for- any projected special 
installations* ^ x 

'Heating and Ventilation ^ ' 

4 Heating and ventilation systems shoulcl maintain axii^ft freehand a 
quiet comfort level during a)l' seasons through accepted design 
standards and adquate»controls. Researdi shows that a variation of 
only two degrees abov6 the 'desired *72 ^¥ teniperature. results in a 
M% decrease in learning..rate, makyig a strong, case for year-round 

Air-conditijOning ^ ^ 

Pfojection .* ' \ * " ' ^ < 

. o Projection screens should bp of a size which is at least as wide as one 
sixth the greatest viewing distance ^ • . 
^eens sliould be* placed so that no viewer is farther than* 6 
times tho screen width «no1^ closer than 2 times the width 
Screens sh.oul(Jrbe positioned in the space so that viewers are 
1 within the oj^timum viewing area of tHe. projected image^ 
fahd'should be raised^high enough ?orthat the furthest viewer 
Uias an unrestricted view* , , ' ^ ^ • " 

St r&Jis ^should be mounted so tha't they can be tilted to* 
* eliminate keystoning , 

^ • Fixed ^nd movable speakers should be placed^clos/to th'e projection 
• .screen and^at (or above) the level of the viewer-listenei;^' 

' , •TV nlonitors should be'placed so that the viewers are no further than 
1 2 times or closer than 4 times the diagonal rAeasuremeilt of the tube 
• a 

Visual Control " , . - * 



0 



Q • Conference rooms*, N^ork areas, readirig-viewing-listening area, arid 

^ ^ stack areas should be subject' to easy visu^ control by staff / 



Access and SecurSy * « '^^^* 

•Student access to materials and equipment should be- as optir*as 
--possible 

*\ . • Intiegrity of the collection may be pxptected by ' * ' 

. V^^ual cjontrol . ' * ^ ^ . • * 

Materials such as non-print items and back issues of periodicals 
' > in closed or limited access Stcas near the^harging area 
Exit placement with check-out stations away from stack areas. 
Reserved materials at the'charging arqa • ^ * 



Esthetic . ' ^ « - . ^ - • x 

•Interior iinishcs« should ,be carefully CpoVdinated with both the 
artificial and natural liglltu^ in each area 

" ' ... .':\ ' 

.•Color should be dsed to contrjbufe to* a desirable learning 



. environment , 
•TheTnedia center should have warmth and gei^ine appeal- * 

Flexibflity . , . - - v 
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• Center ' should be adaptable to meet the needs* of a changing 
educational program and mcJre sophisticatq4 equip/nent ^ 

•Center should allpw for expansion \ 



4 / 
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Functional relationships and 'design considerations I 
are closely interrelated with the furniture and B 
equippient available or planned. It is separated, 
here f^i/edilorial convenience. 

Girefully drawn specifications can help ihsure 'the 
quality aMd Pife of furniture and equipnient.^It can 
provide for in|erchangeability of component parts * 
which means/ewer varieties ofMamps, etc., and . 
easier cxpa.nsion of storage. It can#6ase problems ^ 
by providing apprdpriSTe sizc'and height of storage 
'an(l w5rk areas and by pl^Rviding for the preferred 
method of storage. ^ ^ 
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FumitMr^^ and 
Equipment 



Keys (card catalog, indexes, references) 

Card Catalog f ^ ' " ^ ^ 

^ Should come from a reliable library furniture company ^ 
Should be purcha^d in/JXpandable units 
Should not'begbove tHe average user's sight line ^ . 
, Indexes and reference "/ 

A table of adequate size to hold the periodical indexes diduld b.C 
provided in all mqclia centers 
. • * O.th^r reference material may be included in a reference section 
. onon index table(s) or may be interfiled w;-d^ non- 
• refer'ence materials , /-^ - . • « 

Charging Desk . 



A 3! X 5' or 3' x 6' ^charging desk is usually adequate for a small 
library media center. ItAould provide^fo? filing <5f.5" high by 
3'; wide cards ^ ' 

. Elementary school media centers should Have sitting height charging^ 
^ desks . ' ^ ^ ^ 

A unit charging desk should hcve a card stora^irwelLXor cards 5" high 
by 3" ^ide, a bookTCtuij jinit with depressibhs book truck 
* ' (bo2>k truck with depressibie pfetferfm); and spade for handling * 

of materials . . / * >^ ' 

Seating ; . . / ^ 

Carrels, 

A shdf sh(*ald be provided in carrels 

The visual barrier should be above eye level of ^verage seated student 
Wet carrels should provide for adequate student work space 
Garrels fgr use with dialaccess, rear projection devices, etc., require 



.special.proMsiqns.arfijessen.flexibility.^ Schools.should^^ 



r . / 



• - ' * - . i * " . 



» 
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^Tables and ch^ ' ' " ' ^ ' I 

Apronlcs5<^ables seating no more tHan ^ *T&ints should bfc.prefe(^ed 
The most desirable rectangular table is 3\by * 
4* round tables are csthetically pleasing, but proyide less us&ble - 

working surface * ^ ' - 

Trapezoidal tables lend themselves to firouf)ing " ' \ . 

. — ■ ■ - ' ..'"^ - .■ • • • 

Shelving.^ ■ ■/ ■• ■ ■ • - •' \- 

*A1I shelving^v for matdVials or software should be adjustable with 
. ' **adjustable"-being defined as all shelves e^cep^-bottom on6 Being 
• capajble of being.ni^ed up or down without being junloaded^. May 
be wood of steel, double or single faced. Desirable^o have bacSis ^ 
• oc j^rtial backs on shelvesVhether double or-singl? fSced 
. * Depth artd height.^fihelves should v^ry according to.use.and size or 
• J . .patrons . * , ^ - / * ^ / ^. * 
' . Periodical storage alternatives. An aye^ge^f one running foot.peiUitlc^ 

* . per year car\ be. assy med^ ".^^ ' -> 

Narrpwiy spaced flat shelves * ' . , ' ' 

' ^ Pampl>let Boxes on shelves ' ' " ' ' • 

Bound volumes " • ^ — / * 

* . Microfilm cabiiiets . ' * . . 

^ . Book shelving , . , * ^ . • - . ^ 

Estimated capacities for 3' shelf when fuil * ^ / ^ - 

Hardback bbolcs t)f'iv<!rage size . . 30* *• > 

Reference, books 18^ ^ 

Picture books (including dividers) . .60 ' . , 
Paperbacks- # » ^ * - ' . 

Rack^isplaying front covors , ^ , • 

Picturebooks # « . * 

Deep, divided, **picturebook*'^shelves. , . * ^ 
'Bin storage • comparable to record storage ^ > . ^ 



'Audiovisual materials - . . . ' 

PPJ(^"> . 1 Boxes, notebooksy^or shelf-* inserts interfi^d^^with printed 

' Sfd5ciaii2ed..stofage_by_medium.tspe6ialized^$hel^ 



Filmstrips 

Expandable cabinets with track rather than pigeonliole 

storag^ preferred * 
Shelf inserts with track rather than pigeonhole storage 
Filing boxes for interfiling with books 
Sound filmstrips with cassettes, reel tapes, or discs 
Cartons on regular shelving 



Slides 

Exapndable cabinets 

Notebooks 

Trays 

Disc recordings 

Bins ^ . 

Picturebook shelving 

"Tape recordings 

Cartons on shelves ' 
Cassettes in notebooks 
Special :abinets 
Shelf inserts 

Microfilm and Smm loop 
• Cartons on shelves 
Expandable- cabinets 
Shelf inserts 



Art and sti^dy prints, posters 
Bins 

Vertidil files 
Art print cabinets 
, Map files 



Audiovisual equipment storage ^ 
Cart for each major item, with extension cord. Storage area should be 

provided for all circulating equiprtient and carls not 

currently assigned to classrooms. • 
Deep (about 18") shelves capable of '-eing adjusted when empty; or 

large storiige cabinets. S6me schools may wish to consider 

locked storage for such equipment. ' • ^ 

AV, proSuction equipment and*furniture 

^ as listed in Plan ^or Progress ... in the Media Center,-K-6, . 
and Plan for Progress . . .in the Media Center, 7-12 



Other furniture ' 

Professional or clerical desks may negd deep', full suspension drawer 

with trays for filing 5"^" cards ' \ 
Counter, work table with storage, and shelviilg to facilitate all 
{^recessing and repairing, to be done in a particular building. Space 

for storage of materials and for work should be considered for 

Mounting book jackets 

Preparing and applying pockets, date slips, classification 
numbers 

Checking and clipping newspaper articles 

Doing descriptive cataloging and classification of print and 

non-print materials ^ 
Assigning subject headings for pamphlets, clippings, other 

uncla^ified material - 
Typing and duplicating cards 
* -Preparing bibliographies 

Mending and binding materials - this activity should probably bp- 

quite limited at the building level 
Receiving materials, checking against invoices 
Preparing orders for materials, equipment \ 
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This list of special installations-«rnot complete and is not meant to 
promote such installations^ School officials interested in exploring the 
potential contributions of special installations should study appropriate, 
references cited in the bibliography^, should 'visit facilities with similar 
installations, and should confer with school officials who have used them, 
with sales representatives, and with media professionals with pertinent 
experience. Particularly important variables to consider are cost, space, 
sophistication'^of specifications, programming, rapid obsolescence, and 
student population. The strengths and weakn^ses listed under each type 
of installation are meant only to bp indicative, rather than definitive, ki 
addition io the weaknesses noted, these installations tend to be 
ImpcrsbhaK - 

• COMPUTER ASSISTED INSTRUCTION is usually available to the- 
student in the form of typ,e written print-out or a visual display on a 
tube. Often* used for mathematically-oriented subjects in "drill and 
• / practice," the computer can also used to teach language arts and 
the sciences. Increasing use is being made of branched programmed 
instruction an^i simulated situations. 
^ Strengths 

Permits instant feedback of results 

Allows branched programs to adjust, based on a student's 

progress * i - 

^Weaknesses ^ ^ 

Expense of computer and terminals 
Lack of variety in software 

•AUDIOTUTORIAL LESSONS - Carried out in a study carrel, this 
form of instruction has many variations. Basically the heart of the 
I system is an audio tape that talks a student through a lesson and - 
indicates critical points to which he should give attention. Besides the 
tape, slides, films, worksheet^, and actual objects are assembled for 
him to study. The format follows linear programmed instruction. 
Strengths 

Permits indi vidual s to pace their own learning • 



CAI (Coi^uter Assisted Instruction) 



A-T (Audiotutorial Lessons) 



I I* 



DIAL ACCESS 



LANGUAGE LABORATORY 



CLOSED CIRCUIT SYSTEMS 
\ 
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. . Uses a variety of media to maintain interes^^ 

Wetnesses * 

Requires a variety oF equipment * 

Few commerical lessons are available " i 

% > • . 

•DIAL ACCESS - A series *of audio tape playback decks, accessible by dialing a two or Hucq, 

digit number from a study* carrel, makp up this system. The number of booths is almost 

unlimited; but the number of availalfle programs is deterrilined by the audio playback 

facilities-usually onfe p6r grogram. Some newer systems provide both audio and video 

through the use of .video tape. 

Strengths / , ^ 

Large numbers of students can be- reached 

"Weaknesses * ^ * / • 

. Lack of backtracking 

Latecomers must take lessons in progress . * ^ - 

^ Lack of variety of prepared programs ' ^ ^ ' . 

•^-ANGUAGE LABORATORY In many ways this installatiAn is similar to a dial" access 
system. Carrels, each connected to a central control system, ^In receive a variety of ai^io 
taped programs. In a language lab, howe.ver, provision is macfe for the teacher to monitor 
student progress, and carry on dialogue with the stifdent, diagnosing errors a'nd offering' 
suggestions for belter language learning. A" average sized system ^jJu'd contain 20''30 
carrels. , ( . . * 

Strengths * ; , 

^ Each student can be supervised as he practices speaking * 

Students can progress at their own pace / 
A student can hear his own voice through earphones as he speaks 
. Weaknesses . ; • 

Relatively high installation cpst . ' 
Reluctance of teachers to modify their habits to make full use of the lab 

•CLOSED CIRCUIT SYSTEMS - These are for sound, or television distribution within a 
school building or school system. Announcements of School activities as well as instructional 
programs carl be fed to a number of^plassrooms simultaneously. Writing, directing, and 
producing radio or television programs gives students practice in important skills, so that 
indirectly the system is providing opportunity for instruction. . / 
• Strengths * * 

Large numbers of stifdents can be reached 
Students incorporate a number of pkill^ in producing programs 
Weaknesses • ' ' ^ ' 
Relatively..high~cosLto.build * 
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EDUCATIONAL DECISIONS Layman's Guide to School Planning^ Chicago. -Nation's Schools 

, ^ Magazine, 1971. 

American Association of Junior .Colleges and Association of " i , ^ 

Culfcgc and Rcscar</h Lbranes Division of American Librar> Leu, Donald J^PIanning Educational F^ciUties. New York.^The^ 

Association. "AAJC-ACRL Guidelines for Two- Year College Center for Applied Research in Education, Inc., 1965. 
Library Learning Resource Centers"; final draft. College and 

Research Libraries jtievJs. No. 9. 265-9, October 1971. Librar> Administration Division, American Library Association. 

* * ^ « ' » Planning School Library Media Centers, a Selected 

American Association of School Administrators. Schools for Bibliography Chicago. The Association, 1969. 
America: A Report of the Commission on School Buildings. 

Washingtoji'pC. .The Association, 1967. ^ North Central Association of Colleges and Secondary Schools. 

' ' , • j Policies ,and Standards for the Approval of Junior 

Ainciican Association of School Librarians and The Pepartment High/Middle Schools. Chicago. Commission on Secondary 

of AucTiovisual Instruction of the National Education Schaol, the Association, 1972-1973. • 

Association. Standards for School Media Programs. Chicago: - , 

^ Anicncan Library Association. Washington DC National North Central Association of Colleges and Secondar^^ Schools 

Education Associati6n, 1969. (Under revision) Policies and Standards for the Approval of Secondary 

Schools. Chicago: XTommissioii on Secondary Schools, The 

Association! of College and Research Libraries.* Junior College Association, 1972-1 973. ' 
Libraries: Development, Needs, and Perspectives. Edited by 

Lvcrctl L. Moore. Chicago. The Association, 1969. Pennsylvania Department of Education. Worksheets for Planning 

^'-Med^ Facilities. HaVrisburg, Pennsylvania, The Department, 

"Educational Specifications - Key to Good Buildings" American 1971. \ 

School .axid University. Vol. 38: 32-3:?, 50, March, 1966. ' ■ , 

' • . ' ' Zelip, Frank F: and the Research Committee in Schoolhouse 

Planning and Construction. Guidelines for School Planning 



Lngclhardt, Nickolaus L. Con^plete Guide for Planning ^ew 
Schools. West Nyack, New York. Parker Publishing Co., 
Inc.. 1970. Also Prentice Hall ; 

lov^a Department of Public Instruction. Pldnlfor Progress ... in 
the Media Center, K-6. Des Moines: The Department, 1969. 



and Construction, A Handbook for School Business 
Officials. Chicago. Research Corporation of the Association 
of School Business Officials, 1968. - 
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gDJ(]]" lowa^ Department of\;Pub!ic Instruction.. Plan for 
UBKta Progress ... in the Media Center, 7-12. Des Moines. The Aiperican Association of School Adjninistrators. Open Space 
-.^^Department,^lJ970.v - . Schools.JVashington,J)C:,IhcL^sso.ciation,jL92I/ 
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Bock, Joleen. "Two- Year Academic Library Buildings: Five Years 
• of Junior College and Community College Construction of 
^Libraries, Earning Resource Centers, Instructional Media 
Centers and Learning Skills Centers." Library Journal Vol. 
[ 96: 3986-9. December 1,1971. 

Davis, H S cd Instructional Media Center: Bold New Venture, 
Indiana University Press, I97I . 

Education Facilities Laboratory, fnc. "New Spaces for Learning: 
Designing College Facilities to Utilize Instructional Aids and 
Me^iia." Troy, NY: Rensseler Polytechnical Institute, 1966. 

Iowa Department of Public Instruction^ Recommended* 
Guidelines for Facilities, Equipment, Grounds and 
Maintenance. Dcs Moines: The Department, 1966. . 

* 

Library Administration Division, American Library Association. 
Measurement and Comparison of Physical Facilities of 
Libraries. Chicago: The Association, 1970. 

Library Administration Division, American Library* Association. 
Space Data of Selected School Library Media Centers. 
Chicago: The Association, 1970. * 

DESipN CQNSIDERATIONS 

American ^Association of School Adromistrators. Instrucjional, 
Technology and the School A'dministrator. Edited by 
Stephen J: Knezevich and Glen G'. E>e. Washington, The 
Association, 1970. 

The American Institute of Architects. The AIA Handbook, 
Washington, DC: The Institute, 1971 . 

Braden, lren(r A^The Undeigraduate Library. Chicago: American 
Library Association, 1970. 

Eastlick, John T , ed. The Changing Environment of Libraries. 
Chicago: American Library Association, 1971 . 



Educational Facilities^ Laboratories, Inc. The Impact of 
Technology on the Library Buildmg. New York: The 
Laboratories, 1967, 
*, 

Ellsworth, Ralph E. and Wagener, Hobart D. The School Library: 
Facilities for Independent* Study in the. Secondary ^chool. 
New York. Educational Facilities Laboratories, 1963. Also 
availableafrom ERIC. ^ j 

Green, Alan, ed. Educational Facilities_with New Media. 
Washington, D.C.. Mssocia^tion for Educational 
Communications and Technology, )966. 

Gross, Ronald and Judith Murphy. Educational Cliange and 
^ ^ Architectural Consequence, A Report on Fjacilities for 
Individualized Instruction. New York: Educatignal Facilities 
Laboratories, 1968. 

Library Administration Division, American Library Association, 
Elementary School Library Builduigj Folders, and SlidesA 
Chicago: The Association,.! 970r/» 
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Library Administration Division, American Library Association. ' 
Junior and Senior High School Library Buildings, Folders, 
and Slides. Chicago: The Association, 1970. * 

Metcalf, K* D. Library Lfehting. Washingtqn, D.C.: Association of 
Research Libraries, 197,0. 

Trezza, Alphonse F., ed. Library Buildings: Innovation lor 
Changing Needs. Chicago: American Library Association, 
1972. 
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Brawne, M. Libraries: Architecture and Equipment. New YoiJcJ 
Praeger;Pall Mall,.1970. 

Education Facilities Laboratories. Instructional Hardware/A 
Guide to Architectural Requkements. New York: The 
Laboratories, 1970. ^ 



LJucational Products Infurnution ExJiarigc. Rpport Numbei 28 Ga>-lord, James H. Instructional Television. A Utilization Guide 
Specifying Instructional Hardware. October, 1970. .for Teachers and Administrators. Richtnond. Virginia State 

. » • Department of Education, n.d. # 

hen dershot, Carl H.,^ conip. Programmed Learning: A \ ^ * , 

Bibliography of Programs and presentation Devices. Sixth Instructional Television Facilities, A Planning G-uide. Washington, 
Supplement, 4th ed> Bay City, Michigan. The Compiler, DC. United States Government Printing Office, 1969. 

1967,1970.^ V ' ' ^ 

* National Education Association of-the^U. S. Division of 

luwa Department of Pubhc InstruUion. Buying Guide for School Educational Technology. Schools and Cable Television. 
Libraries and Media Centers. Des Moines: The Department, . Washington ,D.C.: The Assocfetion', 1971. 
1971. - • / 

^ ' • Pennsylvania Departrtient of Education.^Planning a Television 

Librai> Equipment Institute, 1966. .New York. Procurement of© System for School Use. Harnsburg, Pennsylvania. Bureau of 
^/ibrary Furnishings. Specification, Bid Documents and Instiuctional Media Services, The Department, 1970. 
Evaluation; proceedings, ed. by Frazer G. Poole and 'tt ' 

Alphon^F.Trczza. Chicago. American Library Association, Postlewait, S.K., et al. Audio-Tutorial Apt)rpach to Learning, 
1969.^ ' ^ / * ^ Through Indepen^dent Study and Integrated Experiences. 

Second Edition. Minneapolis: Burgess, 1969. 

McConkey, J.W. ed. "Purchasing Guide 1972." (appears annually) 

LibraryJournal Vol. 9,7: 12'55-8, April 1,1972. . ^.^ ^ , ^t. , «. c n . k ^.a 

. , ^ ' ' Silvern, Leonard Charles. Pnnciples of Computer-Assisted 

Weber, Olga S., ed. A*rdiovisual Market Place, Third Edition. New * Instruction Systems L)s Angeles' Education and Training 
York: R.R.Bowkec 1971. ^ Consultants Co. 1970. 

Stack, Edward M.Language Laboratory and Modent .Language 
SPECIAL INSTALLATIONS i Teaching. Third Edition. New York: Oxford University 

* , ^Press, 1971. * t^t 

Dyer, Charles A. Preparing for Computer Assisted Instruction 

Englewopd Cliffs, New Jersey. Educational Technology Teachney, William G. and Joseph B. 6^rter, Learning 
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Cliffs, NJ: , Educational Technology Publications, Inc., n.d. 
Educational Facilities Laboratories. Design for ETV: Planning for » . ' ^ 
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Educational Products^Information Exchange. Report Number 36:* 

Dial Acces<i Systems and Alternatives. M#y, 1971 . The following periodicals carr^ frequent articles related to 

i , planning, furnishing and equipping media centers. * 

Educational Technology. The Computer and Education. Reprints 

from Educational Technology. Englewood Cliffs, New American Libraries. Chicago: American Library Association, 
Jersey: Educational Technblo^y Publicatio ns, Inc . n.d. J ^Mqnthly^ 
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Audiovisual Instruction. Washington, DC: Associatiorf for 
Educational Commuftication and Technology, Ten issues per • 
l^ear. , " V 

Education & Industrial Televisor, Ridgefield, Connecticut: C. S. 

Tepfer Publishing Cb,* Inc., Monthly. • ' 

♦ ^ 
Educational . Products Information Exchange Institute. ' 

Edtfcational. Project Reports. Examines equipment, 

furniture, ' and materials. ^ New York:'^The Institute, Ninp 

issues a year. 

Educational Technology. Englewood Cliffs, .New Jersey: . 
Educational '^chnology Publications, Inc. Monthly. n 

Library Journal (I/icludes School Library Journal) New York: R. 
R. Bowker Co., Semi-monthly' (Sept-June) Monthly 
(July-Aug) 

Library Technology Program. Library Technology Reports: A 
- Service to Provide Information on Library SysVepis, 
Equipment; Furniture, and Supplies to the Libraiy 
^ Pi .^essioli. Chicago: American Library Association. 
Bimonthly. 

Library Trends. Urbana, Illinois: University of Illinois Graduate 
Schoolof Library Science. Quarterly 1 ) 

Nation*s Schools. Chicago: McGraw-fiill, Monthly. 

School Media Quarterly (formerly School Libraries) 'Chicago: 
* American Association of School Dbrarians -division, ^ 
American Library Association. Quarterly. 
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